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rancthhiQ%s and Deputy Branch Chiefs g
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ion of Branch Monthly Reports

v : ts are a narrative of Pivi
#ctivity and should accurately refleet all import Any
[} . Lo use Branch reports as o s
ié@@ring other reports has founc they fall consi
conclusive. Writers and drafters should henceforth meke every attempt -
present information in a manner thet will be meaningful to the .Division
ront office, to the OEGI front office, and to otheps seeking info
oncerning Division activity some months or years hence, "Taken togethe
hey provide an encyclopaedic foundation upon which all‘other:Divi'
iqn”reports can be baged, such ag the several that have to;bekprepa?e“q
he .close of each Tiscal ang equate ‘data
bout -the whos, the whats, ' 8.0

derably short of belng

calendar year. There should be ad
and the howeomes,

bout - Clarity should never be sacyi
fbeqffor conciseness. ‘Sentence structure ang grammar should reflect basio
rules’.of English composition, . ' \

The format of the Division monthly report was set by,D/BGIﬂdlr
Lve 8t this writing there ig no indication it will be changed.™ Ho
ever,’ Branch monthly reports are not, included in that directive and ar
therefore reformatable to reflect Pranch and Division peculiaritieg,
‘gBroadlyAspeaking, the things. that should be recorded and described are:
~#(a)  what we have done, (b) what we are doing, (e¢) what we are' going to
40, (d) how we are raising the professisnal, technical and managerial
competence of our people, (¢) what impediments there are in the way 'of
C those miscellancous events that should be
ought to mana ti ded‘for‘gonvenient"futuré
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230 Without raucor 1 would like to quotoe exanples of enbries—if pre
vious monthly report '

5 which served no ugeful purnoses

*

 "The usual number of maps and charts were completed."

"Seversal Summary Maps were completeq." ' '
"Tours of varying degrees o

"Site planning is extremely
order. and delivery dateg,"

“"Chief, ¢ is well aware of our problems."
"Nothing new." -

£ importance interrupted’prdduéfidn;
short of time due to the advanced”
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" A proposed outline and the criteria to be uscd. in wr

eports is, (Altached, "significant Cutside Coutacts Anad Actn,.\rltlem,

parent ot :Lon, are us umly assomated with a roportable eve nt a.nd,
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